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UNITED STATES MISSION - BOGOTA
VACANCY ANNOUNCEMENT

No. 055 Job vacancy June 12, 2006
OPEN TO: All Colombian Citizens
POSITION: ACQUISITION ASSISTANT
(0011860C)

OPENING DATE: Monday, June 12, 2006
CLOSING DATE: Monday, June 26, 2006
WORK HOURS:  Full time; 40 hours/week

SALARY: FSN/PSC-9 Col. Ps. $47,150,654.00-
Col.Ps.$77,798,582.00

Final salary determination based on
incumbent documented salary
history, not to exceed the maximum
amount established in this
advertisement.

TO APPLY

If you meet all the requirements for this position, please submit a
Foreign National Employment application form no later than the closing
date at 5:00 p.m. Eastern Standard Time.

Applicants may attach copies of any other documentation (e.g. essays,
certificates, awards, degrees earned) that addresses the qualification
requirements of the position as listed below.



Applicants must request an application form at the Embassy reception desk
or you may print it out by accessing the Embassy web page:
http://bogota.usembassy.gov under “Recursos Humanos-Vacante”.

SUBMIT APPLICATION TO:

American Embassy

c/o USAID Human Resources Section
Carrera 45 No. 22 D-45

Bogota, Colombia

APPLICATIONS WILL NOT BE RETURNED. APPLICANTS SHOULD
KEEP A COPY FOR THEIR FILES TO APPLY FOR UPCOMING
VACANCIES.

APPLICANTS WHO ARE NOT SELECTED FOR INTERVIEWS WILL NOT
BE CONTACTED.

PROFILE OF THE POSITION

The U.S. Agency for International Development is seeking an individual for the
position of Acquisition Assistant.

BASIC FUNCTION OF POSITION

This position is located in the Contracts Office (CO), USAID/Colombia,
Bogota. The primary purpose of this position is to perform an overwhelmingly
huge volume of contract administrative actions including salary
recommendations of contractors’ employees, sub award recommendations,
and administrative modifications, as well as tracking and processing duties,
including pre and post-award phases of contracts, grants, cooperative
agreements and other acquisition instruments, in support of the CO. The
incumbent also provides assistance to the Contracts Office Team by
monitoring and tracking acquisition actions, processing and verifying
documentations, preparing reports and assembling information. The
incumbent also coordinates and maintains effective liaison with
USAID/Colombia staff regarding acquisition and assistance activities.
Participates in Team meetings to assist in planning for procurements to avoid
problems or delays. Reviews and recommends approval or revision of
Modified Acquisition and Assistance Requests (MAARDS); reviews or drafts
scopes of work (SOW); drafts requests for proposals or applications; performs
cost and price analysis; assists in analyzing the proposals or quotes received,;
drafts contracts and contract amendments; drafts memoranda of negotiations
and other required documentation. Assists in maintaining contract files and
records, drafting reports and closing out contracts which have ended.



MAJOR DUTIES AND RESPONSIBILITIES:

As a USAID employee, the incumbent carries responsibility to understand and
incorporate the Agency's five core values in all aspects of his/her work.
These core values are: 1. Customer focus, 2. Results orientation, 3.
Empowerment and accountability, 4. Teamwork and participation, and 5.
Valuing Diversity.

1.

Performing successfully a wide range of acquisition and assistance
functions in support of assigned; perform contract support tasks such as
assembling product and price data for negotiations, reporting on
contractors’ performance under previous contracts, preparing
correspondence related to contract management and inputting
contract/grant information into data management systems. Assembling
solicitation packages: Requests for Proposals (RFP), Requests for
Quotations (RFQ), Requests for Applications (RFA), and Commercial Iltem
solicitations. Analyzing proposals for conformity with the solicitation.
Selecting the appropriate provisions for inclusion in contracts.

Assisting in negotiating contractors’ personnel salaries and processing
clearance requests for personal services requirements; Making sound,
informed recommendations to the contracting officer on the appropriate
actions needed to be taken or solutions to overcome contractual
problems; review and approval recommendation of sub awards under
institutional mega contracts. Performing cost analysis of proposed budget
estimates. Assisting in negotiating acquisitions and assistance with U.S.-
based, as well as local and international firms. Documenting
recommendations and decisions through memorandums of negotiations,
correspondence, e-mails and memos to the file.

Advising contractors, client technical staff as well as Host Country officials
on contract laws, rules and policies applicable to contracts and grants.
Learning about the technical aspects of the portfolio he/she is supporting
to permit full participation as a member of the implementing team.
Continuously reviewing and updating his/her knowledge of the
professional field of procurement, particularly in terms of the frequently
changing rules and regulations issued by USAID.

Participating as a Core Team Member on multiple Mission Strategic
Objective (SO) Teams covering different development sectors and advises
Mission and SO Team management on the interpretation and application
of acquisition and assistance activities. Recommends procurement and
financing alternatives and preferable types of contracts to best achieve SO
Team goals.

. Performing other related tasks as assigned.



REQUIRED QUALIFICATIONS:

Note: Candidates who do not meet these required qualifications will
not be considered.

a. Education:
A Bachelor's degree in a relevant field such as business administration,
economics, finance, marketing, commerce, accounting, international trade,

industrial management, law or other related fields.

b. Prior Work Experience:

From five to seven years of progressively responsible, professional
experience in contracting, procurement, business administration and related
field in public or private sectors.

c. Language Proficiency:

Level IV (fluent) English and fluent Spanish are required.

d. Knowledge:

A thorough knowledge of business processes in public or private sectors.
Must have a specialized knowledge of: (a) computer spreadsheet applications
and other Microsoft Office applications; (b)analyzing and organizing large
amounts of detailed information, such as cost factors, as relates to
requirements presenting results in writing and orally in a clear and concise
manner. Must have knowledge of host country socio-economic conditions.
Must have basic understanding of project monitoring and management.

e. Abilities and Skills:

Demonstrated ability to organize office business projects actions effectively;
ability to apply regulations and procedures (public and private) to relevant
working field. Must possess tact and diplomacy and strong interpersonal skills
to work as a team member and to interact with USAID staff and working level
Colombian officials, implementers and Embassy staff and to have the
flexibility to adapt to changing priorities. Must have the ability to clarify issues
and to resolve problems as well as the ability to work with minimum
supervision. Requires ability to learn computer software applications and
ability to learn and use USAID Acquisition and Assistance regulations and
procedures and to understand USAID handbooks, USAID/Colombia Mission
Orders and related documents.



SELECTION CRITERIA

40 points: Demonstrated work experience in organizing and analyzing business
administration related projects with involvement of national and international
partners in public or private sectors. Demonstrated thorough knowledge of
business administration matters.

35 points: Interpersonal and organizational skills. Demonstrated teamwork ability
and computer skills. Demonstrated ability to analyze complex information and
prepare succinct, professional quality analytical pieces and make oral
presentations.

15 points: Evidence of strong English/Spanish writing and oral skills. Technical
exercise including writing sample and budget analysis will be required of
individuals who reach interview stage.

10 points: Strong technical education background or specialization on contracting
and procurement functions, including budget analysis and monitoring.

ADDITIONAL SELECTION CRITERIA

1. Management will consider nepotism/conflict of interest, budget and
residency status in determining successful candidacy.

2. Current employees serving a probationary period are not eligible to apply.

APPLICATIONS MUST BE RECEIVED IN THE HUMAN RESOURCES
SECTION OF THE US AGENCY FOR INTERNATIONAL DEVELOPMENT BY
JUNE 26, 2006

It is the policy of the Agency for International Development to provide equal
opportunity in employment for all people; to prohibit discrimination because of
race, color, religion, sex, national origin, age, disability, political affiliation,
marital status, or sexual orientation; and to promote the full realization of a
diverse workforce and equal employment opportunity through a continuing
diversity enhancement program in the Agency.



